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Job Purpose

Reporting to the Director, Campus Planning & Development, the Associate Project Manager participates in the responsible and effective development of the Trent Symons, Traill and Durham campuses by providing project management for capital building projects and building renovations for the University. The Associate Project Manager is responsible for providing academic, ancillary teaching and research spaces for the University community. 
Key Activities 
1. Provide project management and technical expertise; control schedule, scope, budget and facility impacts for renovation, remodelling and new construction projects undertaken by Trent University.

2. Work with the Purchasing Department to develop project Request for Proposals (RFP’s), Request for Expression of Interest (RFEI) and/or Tender documents, which lead to study, design and/or construction contracts. Prepare RFEI documentation in collaboration with the University’s Purchasing Department for selection and pre-qualification of professional design firms (architects, professional engineers, etc.); general contractors; sub-trades (mechanical, electrical, roofing, etc.) and suppliers; chair the selection review committee and produce recommendations for Senior Administration on the proposal results.

3. Build and maintain effective relationships with internal stakeholders including academic departments, researchers, student groups (TCSA etc.), ancillary operations (athletics, housing, conferencing, security & parking, etc.); through pre-consultation, identify user’s needs and manage expectations about project planning and implementation processes; set-up, manage and respond to expectations within budgetary framework. Participate in engagement and consultation activities with the broader University community, the Peterborough/Trent community and rights-holders.

4. Collaborate with Facilities Management staff, ensuring effective teamwork and establishing high quality standards of work and organizational performance.  Supervision of staff for specific projects and fixed time-periods is anticipated.
5. Contributes to departmental asset management initiatives and considers the long-term asset life-cycle in decision-making.

6. Review building contract documents and drawings for accuracy and compliance with University project requirements prior to tender or start of work. Coordinate feedback as needed to design team, building users, contractors and sub-contractors on any revisions to scope of work.  Assist in the contract development process.

7. Ensure that building regulations, standards and by-laws are adhered to in collaboration with the relevant authority having jurisdiction pertaining to any aspect of legislation directly or indirectly impacting a project such as, City Building Department, City Fire Marshall, ORCA, WSIB, WHIMS, TSSA, ESA, AODA, OBC, MOL, MNR, MOE, TSW, OLT, CFIA, etc.                                                                    

8. In conjunction with FM’s Administration Manager and the Department of Finance assists in the preparation of capital audit statements for MTCU/Board approval as they relate to BOG approved Capital Programs; Government funded grants or programs (FRP, CRP etc.); Donor gifts; Federal & Provincial Research Granting Agencies (SSHRC, NSERC, CFI, OIT), etc.
Education Required

Honours University Degree. Project Management Professional (PMP) or other recognized project management certification completed or in progress.
Experience Required

1. Minimum 5years experience required to obtain sufficient general knowledge and practical experience. 

2. Solid understanding of construction processes, land use and development approval/permitting processes, green building principles

3. Understanding of and experience with capital rehabilitation and renewal planning
4. Solid understanding of and experience with project budgets, and financial matters pertaining to project planning and implementation.
5. Solid understanding of contract administration principles and procedures as they relate to both small and large construction projects.
6. Demonstrated experience in adhering to established financial controls and purchasing processes.
7. Intermediate level computer skills – Microsoft Office, AutoCAD, GIS, Internet/E-mail. 
8. Must possess strong organizational skills including time management, work planning and coordinating.
9. Excellent report writing, communication (oral and written), presentation and interpersonal skills to deal effectively throughout all levels of the university, MTCU representatives, consultants, contractors and the public; must be able to exercise tack and diplomacy.
10. Strong interpersonal communication skills - making connections and developing meaningful relationships. Well-developed engagement and consultation skills.
11. Ability to shift between ‘high level’ thinking about project deliverables and detailed knowledge of the budget, contract details, milestones, etc.
12. Attention to detail, accuracy and confidentiality
Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

· N/A
Indirect Responsibility for the Work of Others: 

· Trades (electrical and mechanical) – responsible for retaining, supervising, quality assurance and budget compliance.

· IT Department – coordinate and schedule their work as part of the overall project.


Analytical Reasoning
Well-developed analytical reasoning required to think through problems, assess options, understand processes and communicate results. Competing priorities and stakeholder needs is common; strategic thinking and analysis is required to balance and manage these often-conflicting needs. 

Work site conditions are diverse and complex and require the ability to read, interpret, co-ordinate and discuss technical drawings with multi-disciplinary stakeholders, to ensure work on site progresses to a predetermined schedule and budget. 

Decision Making

Decisions are made throughout daily activities, following the analysis of varied options, with minimal supervision or consultation with other FM staff.  

The decision to approve changes to project scope or cost follows a detailed review of the scope of the project, impact analysis, as well as taking into consideration schedule and budgetary constraints.

Impact

Decisions impact other University departments, as renovations and/or additions are geared to meeting the needs of others at the institution. 

Renovation delays due to inclement weather, or delayed product delivery, can result in delayed departmental moves and office set-up or delayed class scheduling because teaching/research spaces are not completed on time.


Cost overruns, due to unknown circumstances, can have a financial impact on the overall budget.

Must be able to use discretion and maintain confidentiality; must understand the duties of responsibility inherent in the open bidding process for a publicly funded institution with respect to Freedom of Information (FOI) legislation.
Communication

Internal:
· Ensuring that the University community is kept well-informed with respect to project and issues that may impact normal business operations

· Security Dept. – ensuring work sites are secure and worker’s work within HSA

· Risk Management – ensuring insurance for projects meets University standards

· Conference Services – coordinating project schedules so as to minimize the impact on Conference bookings, especially in the summer months

· IT Dept – coordinate the installation of IT products within the project schedule

· PRD – work with other PRD managers to ensure project completion in a timely manner and within budget

· Purchasing Dept. – coordinate procurement of goods and services for building projects, within University purchasing policies

· Senior Administration- presentation of project updates including budget and schedule information
External:

· Architects – select and manage architectural services for building projects

· Engineers- retain electrical and mechanical services for renovation projects

· City Officials – Building, Planning, Engineering, Legal, ORCA, to ensure compliance with municipal codes and legislation

· Provincial Agencies – MOE, MNR, MTCU, TSW, MPAC, OMB

· Trades – Electricians, Plumbers, Surveyors, Painters, Flooring, etc.

· Consultants – Environmental, Archaeological, Hydro-geological, Structural, Surveying 

· Rights holders - Michi Saagiig Liaison Officers
Motor/ Sensory Skills

· Keyboarding skills are essential and vital for day-to-day operations...constant transfer of documents and drawings. Ability to climb stairs and into awkward locations to investigate various site conditions. Coordination to navigate safely over uneven topography of outdoor work sites.
· Ability to tolerate noise of machinery typically found on construction sites. Exposure to smells of day-to-day construction activity e.g. paint fumes, concrete curing agents and VOC’s in general.

Effort

Demonstrated ability to work under pressure, with competing interests, and numerous interruptions and prioritize activities to meet tight deadlines. 

Mental:
· Sustained keyboarding for long periods of each work day. 

· Concentration required when reviewing project specifications, which can be hundreds of pages in length.

· Verification of project drawing accuracy requires prolonged periods of focus and attention to detail.

Physical:
· Sitting for prolonged periods of time while keyboarding and/or reviewing project specifications and/or drawings.

Working Conditions
Constant interruptions with limited opportunity to dismiss same.  Antagonistic meetings with large multi-disciplinary groups.  Changing priorities and deadlines.
Physical:
· Dusty, noisy construction sites and occasional disagreeable outdoor conditions
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